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o 4 APR 1938

MEMORANDUM FOR: Acting Deputy Director (Support)

SUBJECT: Questicnnaire on Overseas Duty

This memorandum conteins recommendstions submitted for your approval,
Such recommendations are conteined in Paragraph 6.

1. PROELEM:

To detvermine the most sultgble mcthod or methods to be employed to obtailn
plaaning data for use in working out various potential accelerated retire-
ment formulae for Agency study.

2. ASSUMPTIONS:

a. The Agency is committed to develop recommendations for possible
adoption of an accelerated retirement program for Agency persounnel
who have had or will have U.S. Government overseas service.

~ b. Any accelerated retirement program which might be adopted would be
based upon some combination of length of actual total overseas duty
with total length of U.S. Government service end totel length of
service in the Agency.

3, FACTS:

a. Agency centralized personnel records, which ere now susceptible to
various kinds of analysis, already reflect such information as age,
sex, graede, length of service, service designation, Career Staff
status, personnel serial number and current official assignment.

b. Because there was no anticipated need or use for them, no centralized
records have ever been kept of actuel time served overseas for the
U.S. Government by Agency personnel on either PCS or TDY.

¢. Many Agency staff employees and staff agents have had substantial
nilitary end/or civilian overseas service on behalf of the U.S.
Government prior to employment by CIA.

d. The information needed and not readily available concerns the kinds
of overseas service (military or civilian, PCS or TDY), the begin-
ning and ending dates and where and for what U.S. Government military
gervice or civilian agency it was performed.
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Records of prior overseas service of Agency employees on behalf of
other U.S. Government organizations are scattered in Archives and in
the various files of the respective organizations.

Official Agency personnel actions (Forms no. 50 and 52) are retained
in permenent centralized personnel files and reflect dates of officisl
actions, but there is frequently a substantial time lag between
officiel assignment of personnel to overseas T/O's and arrival of

such personnel at overseas duty posts; in some cages assignmente to
O/S T/0's has been "for slotting purpose only" and no overseas duty
regulted.

Personnel returning from field duty tours are frequently cerried on
overseas T/0's for several months after they return to Headquarters,

Cable and dispatch traffic show actual dates of arrival at end de-
parture from field stations on PCS sctions and copieg are filed in
Fiscal or Finence Division files. Cable and dispatch traffic con-
cerning TDY travel is usually not filed in Fiscal or Finance Divi-
gion files but retained in the Operating Components.

No cable record of personnel movements is maintained in files of
the Qffice of Personnel.

Travel Orders reflect intent and authorization to travel; but devi-
ations from and amendments to Travel Orders are frequent.

Trevel Vouchers reflect actual completed travel with sccurate dates
of departures and arrivals both at Headquarters and in the field.

Generally, Travel Vouchers are available at Headquarters or in
Archives or Records Center storage for all Agency travel prior to
1954 or 1955. Subsequent to these times (depending upon the
effective date of establishment of various Class A Stations) the
following generally is true.

(1) Travel Vouchers supporting PCS travel from Headquarters to
Class A Stations are retained in the field;

(2) Travel Vouchers supporting PCS travel from the field to
Headquarters are retained at Headquarters;

(3) Travel Vouchers supporting PCS travel between Headquarters and
Class B Stations and vouchers supporting all TDY travel from
Headquarters to the field and return are retsined at Headquarters;

(¥) Trevel Vouchers supporting TDY travel between field stations and
those supporting changes in PCS in the field are retained by
Class A Stations and returned to Heedquarters by Class B Stations.
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n. At Hemdqusarters, Travel Vouchers are retained in the Fiscal or Finance
Division files by true name or pseudonym. Many individuals have more
than one such file, each under a different name.

n. All Travel Vouchers are audited, either at Hemdquarters or at Class A
Stations before being pald or credited to the advance account of the
traveller,

L. DISCUSSION:

a. Analysis of the facts concerning the avallability at Headquarters of
information needed to develop varlous possible alternative accelerated
retirement formulae reveals that such informstion falls into two
categories: that which is available in centralized (Office of Personnel
files and that which is scattered in a number of places and maintained
in a variety of systems both in CIA and in other Government files.

To get the information in the second category into the centralized
Office of Personnel files in such a form that it could be used with
already avallable information to make the analyses which are necessary
would require a tremendous amount of costly research. Each person's
records would have to be searched separately and records for any one
individual might be found in as many as four or five different places.
While overseas service with other U.S. Govermment services or
egencles may or may not be of eventual direct CIA interest, it 1s
needful to have this informstion because the Administration may
support an accelerated retirement program for CIA only if it con-
tains such a feature.

b. The information which is needed at thie time need not be certified
since 1t is to be used only for plenning and statisticsal purpoees
and it is not intended that any accelerated retirement credite would
ever be given on the basis of such informstion. Therefore, it is
not believed that there is justification for the time and expense of
researching certified records of overseas duty at this time.

¢. There is no assurance that an accelerated retirement program for per-
sonnel of this Agency will actually materialize at any time 1n the
near future. However, before any Judgments in the matter can be made,
it is necessary to have encugh information to permit development of
various possible alternative plans. This could be accomplished with
& minimum of time and expense if Agency personnel could be asked to
submit their own summaries of the amounts, kinds and places of
past overseas duty. This informetion could then be merged by
machine with other pertinent, already recorded personnel infor-
mation to provide e sBound plenning base for various accelerated
retirement computations. B8Such a polling of employees could be
campleted falrly rapidly compared with the extraordinary length
of time which would be required to get the same amount of infor-
mation by research and would give an early indication of the
potential megnitude of any accelerated retirement progrem. If an
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accelerated retirement program should be adopted, a polling of
employees would also serve as a point of departure for compiling
certified records for individuale who are approaching an early
retirement situation and would eliminste the need for any research
of past records for individuals who have stated they have had no
overseas service.

Since polling of employees would be of meximum value only if =11
aveileble information is collected, some means must be found to
assure reaching all employees and to assure that the completed
questionnaires are returned.

(1) For people paid from vouchered funds at Headquarters, the pay-
roll insert card with accampanying instruction card (See TAB A)
would be practical. Each individual who receives s salary check
would, at the same time, receive a questionnaire card with his
name and personnel serisl mumber printed and pre-punched. The
responsibility for filling out the card as accurately as possible
would rest with each individusl. The responsibility for seeing
that the cards for vouchered personnel are returned securely to
the Office of Personnel would rest with the eppropriate Admin-
istrative QOfficer.

(2) Questionnaire Cards unrelated to payroll for people paid from
confidential funds would be sent to the responslble Administra-
tive Officer at Headquarters. Since between I
the personnel on the confidentisl funds payroll are at Headquarters
at any given time, the cards for these people would be given to
them by the Administrative Officer to be filled out. The osher
cards would be filled out by the case officer or responsible
Country Desk Officer only if all the necessary information is
available at Headquarters. In cases where the evailsble infor-
mation is incomplete, the cards or sterilized requests for the
neceasary information would be forwarded to the field. I
security considerations prohibit this, the cards should be so
noted and returned to the Office of Personnel, A draft Agency
notice has been prepared (TAB. B). This notice fixes responsi-
bility on the Administrative Officers of the responsidle com-
ponents for dlstribution of the cards within the Operating
Components and for return of all questicnnaire csrds to the
Office of Persomnel in = secure fashion.

5. CONCLUSION:

a.,

Questionnaire cards eddressed to employees by name, to be £illed
out by the employee or a designated responsible officer, offer the
most practical, econcmical and fastest way to obtain planning deta
for use in working out variouas potential accelerated retirement
formula for Agency study.
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6. RECOMMENDATIONS:
It is recommended that:

a. The Acting Deputy Director, Support approve the obtaining of oversess
duty date from employees by use of machine card payroll inserts for
vouchered employees; and approve obtaining the same kind of infor=~
metion about employees who are paid from confidential funds from
their respective responsible components in accordance with the
attached tabs A and B.

b. The responsibility of conducting & survey to obtain the necessary
informetion and the authority to modify the details of handling
questionnaires and supplementary information and instructions pertinent
thereto be asesigned to the Director of Personmel.

/8/
| | 25X1A
Chief, Management Staff
CONCURRENCES:
, /8/ 24 April 1958
Director of Personnel - Date
/8/ 2k April 1958
Comptroller (Deputy) Date
 25X1A
| _ | 25 April 1958
Por Deputy Director (Intelligence) Date
25X1A

Deputy Director (Plans) - Date

The recommendations in Paragraph 6 sbove are approved.

GATES H. LLOYD
Acting Deputy Director (Support)

Attachments: TAB A and TAB B Date
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b. Administrative Officers, Case Officers or responsible Country Desk
Officers will f£1ll out the cards if the staff employee or staff agent is

unavailable and substantially complete information is available in the
operating component. '
¢. If the staff employee or starf'agent is in the field and the informa-
tion is not available at headquarters, the cards (or sterilized requests for
the information) will be sent to the field to be filled out by the individual
cong?rned and returned to headquarters. If security caﬁsiderations prevent
this, the card should be s0 noted and returned to the 0ffice of Personnel.
d.: Requests for information about overseas service of staff agents will
be sent on an "Eyes Only" basis to the appropriate Administrative Officer.
The Senior Administrative Officer of each Operating Office, Division, or Staff will
be responsible for ensuring that the cards are filled out and returned promptly.
| k. Instructionms for filling out the questionnsire cards will accompany the
card and each employee will be told to ask for assistance from his Administrative
Officer if he needs it. However, there are some aspects of the requested informstion
which require more delicate bhandling for some personnel than the card indicates:
&. Cover: the instructions with the card state "Do not duplicate o/8
service where it was performed simulteneously for two organizations." This
means that there should be no overlapping of dates and that care must bé taken

to show vhat| |the service was actually performed for

(a0t for the cover organization).

b. Becurity: for the sake of uniformity and ease of handling, one
standard-type'card is being used for vouchered employees, for employees who are
pald from unvouchered funde, and for staff agents. When the cards are dis-
EributRd srSDEN Pi R AR SBLY/OSRE S0/ RIPTBOA7 ZRAIS05AIABAI0EHL vill be
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distributed in a secure manpner and shouid be returned through the same

shaanéls from vhich it was received.

5; Blank supplemental cards will be sent to the Administrative Officer, op’emtihg
components, for use of personnel who need more space than ie on oné eard. If a
supplemental card is used, the a.'ppfbpriate box on the first card should be checked
;.ud the name and personnel- seriel number of the employee should be copied on the
supplemental card. The cards should not be bent or stapled.

6. kﬂthough the information ndw belng requested need not be certified, employees
should be told that it is in their interest to send to the Office of Personnel
g_gp_i_é_g of all non~-CIA overseas duty documents which they may have. These documents
will not be needed for some time so they should be forwarded separately or at a
later date.

| 7. All cards for vouchered empl;ayees and employees paid from unvouchered funds,

are to'be returmed on or before 1958 to the Office of Personnel, Statisti-

¢sl Reporting Branch, Room 192 Curie Hall., All cards for staff agents are to be

returned, marked "Eyes Only", in a sealed envelope to the Chief, Contract Personnel

Division, Office of Personnel, Room 801, 1016 16th Street.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy Director
(Support)

DISTRIBUTION: AB
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